SECTION XII — Ordering instructions

The following step-by-step instructions will guide you through placing orders for
copiers through eVA.

Below are the 6 basic steps to ordering a copier. The Screen shots will walk you
through screen by screen.
Step 1 — Open and Print the Contract Award Sections I- X1

Step 2 —Save the Award Summary to your hard drive and then open file from
excel, print the zones that apply to your agency or public body

Step 3 —Save the vendor(s) file to your hard drive and then open file from excel,
select the copier you are ordering from the front page.

Step 4 — Copy the selected copier order form to a new workbook.

Step 5 — Complete and save the order form* Important if you are placing a order

for a connected copier a site survey shall be completed before the order can be
placed.

Step 6 — Place an eV A non-catalog order to vendor and attach the completed
order form. ** Agencies that are placing ordersin eV A through ERP interfaces

shall complete the excel order form and attach it in their ERP order and the order

will entered the interface | oads.

Vendorsare not allowed to accept or fulfill ordersthat are not submitted
through eVA.
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3
0 S you to associate with the order.
Participating —
1 |Dealer e
1z —]
15 Fawvorites
14
. E-:i File name: [tPrR100 11-4-02 7 =] S
1 Quantity My Metwork =
15 Places Save as type! |MicrosoFt Excel Workbook j Cancel
1t ——
18
13
20 $351.00 $0.00
21 =
H 4+ H]y 5-12-0RDER-5 / KX | vl
Ready MLIM

iR Starl| £k Citriz Program ...

[ Inbo - Micros...| &7DGS - Divisio... | ESECTION X .| [E]Book1 flae 1245 PM
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S]] e el W el i ] e Sl ] DT

E3 Microsoft Excel - Ricoh award-M

@J File  Edit  Miew Insett Fomat Tool: Data  Window Help v@; F X
D= E®? Puesewr. S &S Q Y % BR- e = -2) Bl M4 -0, -
g L= 4 Reply with Changes. . : Select the PO number to display
5 - . .
Times NewRomar 113 |EEEEIR EnlE s s on invoices from the vendor.
Al - A Commonwealth of Yirginia
A E [=] [5] E _F G . .
| R Click on the yellow section and
2 e b e type in the PO number you would
3 opier Purchase Order Forim ?
FHIMPORTANT - Order Mumber to be referenced llke to the deor tO use for
for INVOICING. Enter number or wendor will invoic e USE 2774 order number invoici ng. (i e ERP PO number)
+ |using the VA order number ***
s Vendor RICOH Corporation Acquisition Plan OUTRIGHT PURCHAZE - STANDATONE] *
& | Zomes Awarded o7 o8 Benchmark 1B NOT E - I f the eVA
1| og 100 Konithly 1,000 .
. i 162 Volume > generated number iswhat
3 | 103 104 Range 6,000 o =
10 103 Copies included 333 you want on theinvoice
Participating
11 Dealer Copies per minute 15 yOU do NOT nw to
12 - -
o change thisfield.
15 Quantity Copier Description Purchaze Price Extended Total
15 Aificio 2015%* Digital Copier #411654
17 DF72 ADF* #411693
15 P3460 (500x1) Paper Bank #410757
19 Mediom FACLS (use wiPS460) 4411064
20 $1,436.00 $0.00
21
22
23
24
25 Quantity Optonal Accessories Purchaze Price Extended Total
26 0.00
a7 0.00
28 P3450 (500x2) Paper Bank #410760 725.00 0.00
23 Large FAC1S (use wino Paper Bk) #411065 131.00 0.00
30 Small FACL7 (use wiPS450) #411066 124.00 0.00
3 Scanmer! Printer Kit #001852MIT 556.00 0.00
an AT in e Kit (S aninoint o) #0015 SOMTTT 728 N0 &0 00 =
W 4+ wmly FrontPage 4 Datasheet 4 ChangeHistory 4 Metwork Support 4 18 -0P-0ORDER S 5 1B -OP-ORDER -5 24 -0OP-0ORDER-S 4 2B-OF-ORDER-5 4 34-0P-ORDER-S A |4 | =
Ready UM
#sen| | M @ © @ || & ciie.] Blinbo..| E1eva .| @IsEC...| 3 Copier| [Fjado... | EDoc.. |[EMic.. 331 Re.] FieDow. | Bfae aEIAM

Ed Microsoft Excel - IPR100 11-4-02 | =l E B B 23 B S S =E =

@ File Edit “iew Inzert Fomat Toolz Data  Window  Help - - F X
O = d S &) PageSewr. & &[4 # BB~ <F o~ Ml 4% 60x - [7) |
T -
Tirnes Mew RBoman - 16 =~ e O é - .
B11 - >
A B = = E F [ H =
1 Commonwealth of Wirginia =
z Contract # 60046-02
3 12 Ivlonth Rental Copier Order Form
. Select the Participating Dedler if
t  [Vendor Herox Corporation Acquisition Plan ,12/ app| i Cab| e
& |Fones Awarded a7 ] Benchmark 5
7 a9 100 MMonihl 30
s 101 102 Vo ol * NOTE — |F you do not
a 103 104 e A0 o o o
10 105 105 Copies meruded__a0| SEl€Ct @ participating
Participating . . |
| [petics | fopies per mise 5| 0EB/EF When required it
2 Participating Dealer will result in your order
14 Select the apporiate A
Participating Dealer nimum for be ng del ayaj .
Monihly
15 Quantily Copier D4 linlenance
& de345h Y ou can increase the size view to
17 de535fin-finisher staplerfstacker w 5 hole
= read the dealers names.
13
20 $351.00
21
1 4 r nW] 5-12-0RDER-S / |4 I | v
Ready RILIR

=R 5tarl| £} Citris Program ...

@] Inbor - Micros...| £7DES - Divisio... | BSECTION X1 .| [@1PR100 11-... Frae 1247 PM
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EA Microsoft Excel - IPR100 11-4-02 e e ) < | = ] ] S =
File  Edit “iew Inzert Fomat Toole Data  Window  Help - - F X
O = s &1 Pagesew. & &[4 $ BB o bl 4% 50 - [2) |
= Complete the quantity Section
Tirnes New Raoman - 14 - on the base copier e S é - .
A28 - >
A E F G H T =
a ygz 50,000 =
10 /103 30000
Participating /
1 [Dealer A5
12 /
13
14
Extended Total
15 Quantity Copg {12 naomnihs)
15 de545h
17 de35fin-finisher staplerfstackerwr 5 hols
1&
13
20 1 $351.00 $4,212.00
21 |
22
23
24
Minimum for
Monithly Extended Total
25 Quantity OptHonal ArcessoTies Mainlenance {12 naomnihs)
26 256membkit-256mb upgradalit $12100 $0.00
27 de55fi-foreizn interface device $7.00 $0.00
28 de55upg-de to st upgrade kit $137.00 $0.00
23 | Haxpk-intemmet fax pak $37.00 $0.00 -
H 4 ¢ W] 5-12-0RDER-S / Kl | v
Ready MU
M Start| | & Civie Program .| [&]inbox - Micras...| #1DGS - Divisio... | ESECTION 11...|[E]1PR100 11 3 12:47 P

E3 Microsoft Excel - IPR100 11-4-02 | = @ 2| B 2 B &S S E

File Edit Yiew Inzet Fomat Toolz Data  ‘Window Help - F X
O = & s 8 Paesewn. & & (& $ BB - bl 45 s0= - [2)
(e Select any optiona
Times NewRoman = 14 - accessoriesthat are | . 2 o A .
Al - 7 1 needed.
B I B T F G H =
B R
Once you have nded Total
25 Quantiy Optio Accegsories 1 H"Y : months}
2e 25Ememkit 2oGmh uperade kit finished this your $0.00
21 o555 fpréign interface device Purchase Order Totd $0.00
28 dc35qFe-de to st upgrade kit $0.00
23 LS ple-intermet fax pak and the monthly $0.00
30 scanpk-netarork scanw e-mail pak ar’nount |S now $0.00
il sosrvlpk-scarnfemallirear s fan . $0.00
32 servfnpk-netaork server fax palk C0mp| etaj YOU WI ” $0.00
33 uskkit-ush direct connect kit use the purchase $0.00
54 de3het-offset cateh tray $0.00
35 dbescansar-deb: scan sar Ordel' tOtaI Whm $0.00
56 mara_ncct-netwnrk accT:‘L'!ntmg enahle mtevl ng the order In $0.00
a7 serifawplk-scardemalliifas: $0.00
38 seourkit-imags overwrits kit eVA. $0.00
33 stdscansar-standard scan sar $0.00
40 \
41 \
42 \
43 \
44 \ |
45 \
45 \
az AT R Monthly Amount | Purchase Oxder Total
AF 35100 $4. 31200 l
H 4 ¢ W] 5-12-0RDER-S / |« | v
Ready MLUIM

| Starl| £k Citriz Program ...

@] Inbox - Micros...| €7DGS - Divisio... | B)SECTION %Il .| [@Y1PR100 11-... 36 1248 FM
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| | 51| B2 S| 2 | s s e <]

Ed Microsoft Excel - IPR100 11-4-02

File | Edit Miew Inzert  Fomat Toole Data  Window  Help | = el
M O Hew. Ch+lN -~ o o - bl 4% 502 - (@) .
= Open.. Chrl+0
Cl :
Tir =" - e A
n Save Ctrl+5
— I . —
. Save s Save the File =]
g5y Save az'web Page.
- Save Work e
. ave Workzpace. .. e
T | By Search.. Mlom
5 ; Wl
: wWeb Page Preview R A
10 Page Setup... Copies
Print &rea 13 2
1 Copies
12 EJ_ Prifit Prewiew
% & Pint. Chil+P
Dling
Send To 3 M =
1 Properties Flai
16
1 1IPR10011-4-02
1F 2 C:ASandra‘weros award
13
20 3 C:ASandrataward summary $351.00 $4.212.00
212 4 B004643-Motice of Awardz\form ma.. Swendar award
23 E it
24 'jl |
| Minimum for -
M 4 » u}y 5-12-0RDER-S / ' |4 | sl
Ready UM
M Start| | & Civie Program .| 5] inbox - Micras..| #1065 - Divisio... | EYsECTION 11 |[E]1PR100 11 a6 1248 PM

I | 1| [ 20 G 24 | 5 G - L U <

Ready

il Start |

& Citriz Pragrarm ...

File | Edit ¥iew Inzet Fomat Toolz Data  Window  Help | e
B [ Mew... Crl+M L - <=t Iﬂ 41__.5 EO% i @ »
= Open.. Cti+0
Cl
Tin i =
bl 2ave Bhili Print a copy.
Save Az :/ al ]
2 2y Save az'web Page. . -
5
2 Save Workzpace. . u
T | B Search.. o
: Web Page Preview
: 4
10 Page Setup. . 1
Print Area »
11 n
12 EJ. Frint Prewiew
R |§ Frint... ChieP (]
I
Send To » =
1 Properties 1
16
7 1 Contracts Master List
1¥ 2 H:AMy DocumentshContracts Master List
13
20 3 Mudgznas2ihomeSGillkye Docume. . AIPR100 11-4-02 $351.00 $4.212.00
212 4 C:ASandra‘weros award
23 E xit
24 s ]
| Plininaum for =
4 4 » n} 5-12-0RDER-S / ' [ ] | 3 i

M

LI
@] Inbox - Micros...| €7DGS - Divisio... | B)SECTION %Il .. |[@11PR100 11-... [B]Microsoft dce..| [fr o 1:04PM
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E3 Microsoft Excel - IPR100 11-4-02 | =l E 2| B 2 B S| S P s =

File  Edit “iew Inzert Fomat Toole Data  Window  Help - - & X
o IR Ep - Vb B0 4
W o Eﬂ B Page Setup.. &= S El 3 =) <* [H—]# 45 &0 T Claze window
ry|
Times Mew Roman -~ 14 =~ CIO% the flle-
Al - A1
. . e € % You are now ready to log into VA ! |
s |[Vendor Zerox Corporation Arcquisitig and plme the Order-
& |Fones Awarded a7 Qg Benchma]
7 ] 100 hlonthly
5 101 102 Volume
a 103 104 Range
10 105 106 Copies iny
Participating
1 |Dealer Copies pe
12
13
14
Blinimy =
Mond
15 Quantiy Copier Descripton Mainie]
16 de545h
17 de3 5fin-firisher stapleristacker wr 3 hole
13
13
20 1 o= Frezr=e
21
22
23
24
Minimum for -
H 4+ W] 5-12-0RDER-S / |« | v
Ready MU
;msmn| £k Citriz Program .| [ Inl:-cu:-c-Mi-:ru:-S...| £ DES - Divisio... | B SECTION =l | E]IPR100 11-_ [B]Microsoit scc.. | [fEaE  1:04 P
NOW to eVA

Fil=  Edit “iew Fawortez Toolz Help

=} Ariba at a Glance - Microsoft Internet Explorer IEI@] | =] =]
K

= Back - l@ r_ﬂ it @Search [52] Favorites @Histor}l %hv = i:f] 2

Address |@ https: A fcuzt-11. bupsense. comdanbasBuyer/aw Pnull=awsnkaws=90 B R KB 2%/ 088 G hawr=null j ;f>GD Links **

Ee@vA &

Approve o g
SiA s e Once you have logged into eVA and clicked on

S'i_:atu's' ShOp NO\N
Composing
Submitted
Approved
Denied
Create
Reqguisition
Company eForm
Explore

[Welcome Gill, Sandra last visit 10/24/2002 7:52 AM

buvsense

Home Logout Preferences Toggle Tips Toggle Currency Help

{=)

" Select Create a Requisition

O [t O |-

Status

Saved Searches plore
Systermn Searches 10

Catalogs
Folders

Report
Saved Reports
Standard Reports

Create|

=
&] Done 2 & Internet
#Stant| | & Civic Pogram..| 5] Inbos - Micro...|[ & Ariba at & ... BJSECTION =il | E]IPR100 14| [BMicosoft Ac.. | |f a6 5d  1:27 PM
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Fil=  Edit “iew Fawortez Toolz Help

j Add Title - Microsolt Internet Explorer _ Elﬂl

= Back ~ = - s @ - . s =1 = g — &
Addrese [@) nips/re ENLET th(_e information required by your agency e = @se [l =
' - on the title screen. — |

Toggle Currency Help

Reqguisition

Click on the “Next” button when finished — S | T T

Title | Requisition
) e | Iterns: O Total: $0.00USD
7 Add Items
3 i brne or more of the other requisition fields, if
if ALcountng someone else, the accounting, shipping, and
2 yvou finish adding a title, click Next to add
.} =hippin |terns\.
II':Z Comments
; | Title - Re\quisitiun
|-} Approval Flow
T Title: |Cu:-|:-ier - Benchmark 5, 12 Month Rental, Standalone
1 Surmmary
on Behalf Of: Gill, sandra =] EJ
Hald Until: |
Agency: [1oo] [+ ]
Fr: [zoo3
PO Category: [ro1
Header Cross Reference: |
=
|&] Done [ |5 & Intemet

M stant| | & Citie Program..| 5] inbos - Micro... | [&7Add Title - @]SECTION ®1...| EJIPR100 11-4-..| [B]Microsott se... | |f a6 B4 123 Pm

File Edit “iew Fawvortez Toaolz Help :

Add Items - Microsoft Internet Explorer Elﬂl
@ |

& Back ~ = - &3 vl | @ Search (G Favoites C#Histony | By S 00 2

Address ]@ hittps: £ cust-11. bupsenze, comdénbalBuyer/ aw Phull=awsniaws=90 R R KB 28/ 4058 Glavr=3 _'_j @ Go || Links **

EeVA_

Requisition _ H&; Add Items

L Title ~  Requisition PR75054
Capier - Benchrmark 5, 12 Month Rental, Standalone

| buvsense

Iterns: 0 Total: $0.00USD

Aadd Items L
v ] Add iterns to vour requisition. Tou cal - 1 @ o i rites list, or
£ ')
= Accounting @ enter details for non-catalog itergs Click on the “Nor Cdalog bo the next
i step in the process ar Sum ¥ to
Y shizoin button

== " ] : 1 B
gi' i jﬂCatalog‘&\NDn—Catal(ngFavorltes*“
ﬁ"[:'a' Aporaval Elaw I Search ¢ Advanced

i
Summaar Catalog Horme

[ Apparel and Luggage and Persona
Products

Clothing  Footwear Luggage and hai and repair
and packs and cases

[ Building and Construction Machinery and [z Chemicals including Bio Chemicals and
Accessories Gas Materials
Heawy construction rmachinery and equiprnent Acide and bl E SAkSShdrasiais? Biditet

—— == = T o = = ;j
|&] Done 5 & Internet

i start| | & Citie Program.. | [ Inbox - Micro... |[Z7Add Items . BI]SECTION xi1...| [&] Microsot Excel fra A 130 PM
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~ rid Noteyou will complete |, Complete the full Description.
«| onelineitemforeach L yravories cghison By- S5 o0 H
aqerf - URIGUE COPIET ordered a/Buyer/aw 730423060221 4=awsn&aws=9Dwz This should reference the vendor to
and maintenance avories X soved seareie: D see the attached spreadsheet.
agreement. .
L] itern in the catalog, describe e itern using th
se your purchasing depa ent may get inwvol

= -
= click Add Item before leaving this screen, othepfuise you will lose the

See Attached Excel Spreadsheet. =
Full Description: |Benchmark S, 12 month rental, standaloneg]| -
*Commuodity Code: {no walue) i Eﬁ\ K i
" Click on the blue the chooser button to
X value is not acceptable N .
| select the commodity code
o (Mo Preference) [+
Supplier: .
Contact: tno value) Photocopiers 1k
Supplier Part Nurnber: J .
Contract Mumber: J il
Add Itermn Update Total |
1
&1 Dane [ |5 4 Intemet

stant| | & Citie Program..| [ inbox - Micro... | [&]Add Items _ BSECTION Xil...| [M]Micrasoft Excel| =Y
3 Ariba Chooser - Microsoft Internet Explorer Elﬂlla_ ]Tﬁ’ £_, ;CE

Fil=  Edit “iew Fawortez Toolz Help

= Back ~ = - &) fal | QiSearch [Sg Favortes £#Histonn | By S 00 2

Address |@ https: A fcuzt-11. bupsense. comdanbasBuyer/aw Pnull=awsnkaws=90 B R KE 2w/ Az 088l Ghawr=r j @GD | Links **

Logout Preferences Toggle Tips Toggle Currency Help

Hegquistion Choose Value for Commodity Code

_S@_ndr_a last wi

't_10.-’24f"2_002 Fi5Z AM

Wy Title i Click Select to add that value to vour request, or type a value in the search field and click
search to retrieve a list of walues containing that text, vou can also click a page number to

ndd Items L display the values that appear on that page, and then make yvour selection(s).

‘:*.J'jra' pEa s ¥ There are too many matches to display the entire list. Please refine your search criteria and try

7B . again,

-“|1,__.- Shippin Type the WOI’d

S Comments Field: Mame ]photocopier‘l Saarch PhOtOCOpIel’ and

O ioorovai How \{ click search ]
AERLoal Do Name | Action

There are no tems to displa), =

" | Surmmary

i |

&1 Dane [ D 4 Intemet
i stant| | g Citix Program..| 5] inbos - Micro... | [&7Ariba Cho...  E]SECTION Xil...| [E]Microsaft Excel Fraend 1.3 PM
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3 Ariba Chooser - Microzoft Internet Explorer i Elﬂl’ [=]x

File Edit ‘iew Fawvortez Tool:  Help

= Back ~ = - &3 ¢t} | ‘@i Search (G| Favortes £ #Histonn | By S 2

Address |@ hittps: £ cust-11. bupsenze. comAdnibasBuyer/aw Prull=awsniaws=90 R R KB zs'/ 42058 Ghavr=3 j ﬁGD | Links **
EeVA
Logout Preferences Toggle Tips Toggle Currency Help

Requisition Choose Value for Commaodity Code

LWelccume Gill, Sandra last vwisit 10/24/2002 7:52 AM

=
= i
T T T T P T TR T e T e

| Title "

o

Click select to add that value to your request ch field and click

1 Search to retrieve a list of values containing f C||Ck SeIeCt on the B page number to
Aadd Tterms b display the values that appear on that page, a . 51,
photocopiers

"

(<} accounting ;
|' Field: Mame |[sigfsg

1 =hippin

Search

1 Name | Action
o Cormmments . 3
I Developer for printers or photocopiers Thiswill return Select
il Approval Flow
J' Other Printer and facsimile and photacopier suppli yOU to the n_on' Select
"1 Summary catalog add item

Other Printer and photocopier and facsimile access

Select
screen.
Photocopier cameras Select
Photocopier paper Select

Photocopiers

Printer ar facsimile or photocopier belts |Se|ec:t this walue far Ithe field|

Printer ar facsimile or photocopier cleaning supplies Select =
@ https:;";"cust-ﬁ i .bu_l,lsense.com.-’.-‘-‘-.rilﬁa;"Elu_l.Jen"aL-\;?.ii?.E\-'DLZ'EI:I 0071 O00=awsnaws=90F REB 28w 05816 dawr=b [ é ) Internet

= | Stalq £k Citris F'n:ugram...] [ Irbe - Micra... | 4 Ariba Cho._. B SECTION XII...| Microsaft E:-:cel] s A 1:32PM

4} Add Items - Microzoft Internet Explorer Elﬂl’ (==

File Edit “iew Fawvortes Toole Help

= Back = =b @ it @Search [5e] Favorites @Histor}l %v h 5=

Address |@ https: /fcust-11. buysenze. comAdrbas/Buver/aw?i7 3v0_291001 000=awsznéawsz=9D RR KB zz\f2abBG kawr=b j WGD | Links **
=

-~ Click on the Supplier blue chooser
button.

See Attached Excel Spreadsheet.
Benchrmark S, 12 month rental,

Full Description: ndalone

*Note: you are selecting the VENDOR
NOT the Participating Dealer. All
ordersgotothe VENDOR. The

*Commodity Code: Photocopier

Supplier: |(N':' eference)

|4

Contact: {no value) Vendor then routesthem to the
SupphbE REsENambeR | participating dealer that you selected
S EERE | on the excedl order form.

* Ingdicates reguired field

S UMmIrm ary

1996-2002 Ariba, Inc., all Rights Reserved. =
— o
&1 Dane [ B & Intemnet
Rstart| | & Civie Program...| [&]Inbos - Micro... | [£7Add Items _ B]SECTION XiI...| [#] Microsoft Excel fraend  1:32PM
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Type in the VENDOR name and click Searcr ) | T 24 | B [

File  Edit

+=Back ~ 4 Once the search is completed click on the select
addiess [&] mil - button on next to the Vendors name.

o &

Gi&awr=e j @ Go || Links @

This will return you to the non-catalog add it
screen.

Note: for Xerox use the first entry.

, or type a Wslue in the search field and click
hat text. vou cdg also click a page number to
Add Iterm Or=pTay e valdes Tat appear D7t|‘|at rage,;, and then make yoosselection(s).

Search Meaw

Field: Company |&

e

o Cormrents

J_ HEROX CORPORATION
i Approval Flow

I HKEROX CORPORATION
| Summary

L
|Se|ec:t thiz walue for the field

=l
®erox Engineering Systems Select

=
@ https:.n".;".n:.:ust'-ﬁ :I..EIU}ISEI"ISE.CCIm.-".éﬂ.liEa.-"BU_I.JE[.-"aL-\;?.ii?é".v'le'l 001000=awsréams=00RREE st.-"-'-:SDEQIIGéc.awmg [ é ) Internet

= | Stalq £k Citris F'n:ugram...] [ Irbe - Micra... | 4 Ariba Cho._. B SECTION XII...| Microsaft E:-:cel] ffaes A 1:33PM

<3 Add Items - Microzoft Internet Explorer a: Elﬂlg & _-

Fil=  Edit “iew Fawortez Toolz Help _
¢= Back - =p (1 | 74 | ‘@4 Search [G] Favoites  CHistory | By~ S 00 =

.&ddre&&:!@ https: /fcust-11. buysenze. comAtnbas/Buyeraw?i7 3v0b1 001 000=awsniaws=90FRRKB zs'\Wa=0b8l G Lawr=g j f& Gao [ Links **

L'} If you cannot locate an item in the catalog, describe the itern using the fields below. Mon-catalog items may take
E longer to process because yvour purchasing department mavy get involved to complete the order, Note: You must
click add Item before leaving this screen, otherwise vou will lose the non-catalog information you enter.

.See Attached Excel Spreads = i
Full Description:  |[Benchmark 5, 12 month ren Type |n the |
_ : __ | ,Contract #

*Comrmodity Code: Photacaopiers 'i r Auxiliary Part ID: J

. REROE CORPORATA i
Supslier "7 60046-05 - 2

al : each -| EJ

Contact: [<erox Corp / e

) $0.00USD
Supplier Part Mumber: |

$0.00USD
Contract Number: |so046-02|
Add Itermn | Update Total
* Fncdicates renired Seld | ILi
*
@ Done [ é L] Internet

i stant| | @ Citie Program.. | & Inbos - Micro...|[ & Add Items .. BSECTION Xil...| [E] Microsoft Excel FraEnd  1.33PM
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<3 Add Items - Microsoft Internet Explorer

) ) ) 0 24 D )
A

Fil=  Edit “iew Fawortez Toolz Help

GBack - = | (1) S mE A& _
.-’-'-.ddrESS“@ hittps: A4 Type in ! ’uan'“ty =90 R RKBzs'Wie0b8IG kawr=g j & Go [ Links **
= N =
1 (2) he fields bel | L
Ll it 1 1 it i tl i . Mon-cat it t
& i« Typein Unitof Measure may oat ivolvad to complsts tha brdar, Nate: Yo must
& u will lose the non-catalog information you enter.
If ordering one machine leave it at
13 %h”
Full b= |f ordering more than one change it to
13 Iot"
*Com Supplier AR J
Suppli (3) \3 Quantity: 1
— Under Price type in the Purchase Order M each =] E3
total amount from the excel spreadsheet. eifniss [zizo0
Suppl
5 il (4) armount: +£0.00UsD
- \ PR |
Click ADD ITEM —_—
Add Itermn Update Total
[#dd item to this request]
* Incicates reccired Seid | Pfj
&1 Dane [ |5 & Intemet
M Start| | & Civie Program...| [5]Inbos - Micro... |[£7Add Items _ B]SECTION Xl...| [E] Microsat Excel| (Jrasnd 134 FM
3 Yiew Line Items - Microsoft Internet Explorer == _ EI@IIIE:TE?;(E
File Edit “iew Favortez Toole Help _

s Back ~ = - &3 vl | A Search [GfFavoites CAHiston | By S 00 2

Address |@ https: A fcust-11. bupsense. comdanbas/Buver/ awYnull=awsniaws=9DRREEB 28w Az0BB Gawr=h

VA

Requisition

=] @6a || Links >

'u'l{elgcnme Gill, _S@_ndra last wisit 1D.-’24:"2_DI32 7152 4HM

Click on Add Items to add additional items to
the same vendor or click next to proceed. —

Add Tterns —— -
d on your reguisition, Wou can change any editable

%1 Accourting he requisition total, To add more items, click Add

Fa

LT‘ Shipping

(< Comments

P lUnit| Price |

o

a-.l.a, el gach $4,712.00USD 4$4,212.00UsD | Edit
i App
']‘ e See Attached Excel Spreadsheet, Benchmark 5,

12 month rental, standalone

Bill To: eWa-Billing Exception

|
|T0ta| Cost: $4,212.00USD |

Lelete | Capy | Update Total |
&1 Dane [ D 4 Intemet

i Stant| | & Civix Program...| [5]Inbox - Micro... [ &7¥iew Line ... B]SECTION %l | [&] Microsoit E scel| (feae A 134 FM
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Edit iew Favortes Toolz Help

=Back ~ = - &) tat | "4 Search [l Favoites C#Histon | Bh- S 00 &

| Address !@ https: /A eust-11 bupsense. comdaribasBuyer/aw P null=awsniamz=90 R R KB za'w/ Az 0b8 G iawr=] J f?GD | Llnks

{em ; Welcome G|II Sandra Iast \-'|5|t 10,-’24;"2!302 ? 52 .ﬁ.M bus .'Ht' nse

Home ut Pref =] T e Tips Help
Heduisian @ Add Acsﬂunting Details
Title o Requisition PR7&0584 Requisition

Copier - Benchmark 5, 12 Month Rental, Standalone Itermns: 1 Total: $4,212.000SD

Aadd Itermns

" accounting {  Edit the accounting if layed below. Click Edit to change the accounting
Accounting = details of th 9 ng to specify accounting splits for the line itermn. If

. vou split 2 1| required by your to make further edits.
Shippin
agency.
Comments l—
Accounting - b

approval Flow

Iterms in this requ

1 Summary

1 1 each $<4,212.00USD $4,212.00USD

€]
listant| | & Citix Program..| [ inbox - Micro... | [&]Add Acce...  BSECTION XiI...| [M]Microsoft Excel|

Add Shipping Details - Microsoft Internet Explorer

File Edit ‘iew Fawvortez Tool:  Help

i s Back ~ = - & 23 | @ Search (G Favoites C#Histony | By~ S 00 52

| Address !@ httpz: A fcuzt-11 bupsenze. comdanbasBuyer/ aw?null=awsniaws=AD R R KE 22w/ 4058l G iawr=|

Requisition
ummmar

Q Add Shipping Details

itle " Requisition PR7E0584
Capier - Benchrmark 5, 12 Month Rental, Standalone

Requisition
:'_'_ Iterns: 1 Total: $4,212.00U5D

Aadd Ttems "

" Accounting * IB Enter shipping information for the entire request, Complde the Shlpplng
Shieping M details.
| Comments | Shipping - Entire Requisition

Approval Flow Ship To: ie\.-'.ﬂ.-shipping Exception _*_'j [+ The ij_by dme quUId
be 30 days from the date
Summary Deliver Tao: |ordering Agency of order.
Meed-by Date: ;Wed, 4 Dec, 200z
m Expand Shipping - by Line Item to enter differ] I i

b l Shipping - by Line Item

i |

Internet

@ Dohe : [
i Start| | & Ciie Program.. | [ inbox - Micro... |[Z7Add Shippi... BSECTION xi1...| [&] Microsoft Excel fraend 13EFM




Section XII — Ordering Instructions Page 21 of 24

ET ThisisaCRITICAL step in completing the B ) EE E 2] B 2 B S S E <
_F| order! K3
K B & & . |

i A (1) RRKE zsWwA2058 Giawr=n ] :j @ Go || Links |

Type See attached Spreadsheet in the __
comments section and any other information P buysense

you need to relay to the vendor.

)

check the include comments on purchase order  [tal Spandalans

Requisition
| Iterns: 1 Total: $4,212.00USD

(3) i to jutify your purchase request, Enter justification comrents,

Click on “ADD Attachment”

.See Attached Spreadsheet =l
Comments: =
=
W include comment on purchase orders
dd Attachment | Celete |
m Expand Add Comments - by Line Item to add comments to individual line itemns. =
@ Done |2 |4 Internet
=R Starli | ﬂ Cikrix F'r-:-gram...l {LH Inbow - Micra.,.. | @Add Comm... SECTIDN KII...] Mic:r-:-mft E:-:u:el] @Eﬁ@ ‘I SEF'M .
<} Ariba Attachment Choozer - Microzoft Internet Explorer I Illlmlrﬂlll == x]
File Edit “iew Fawvortez Toaolz Help -

. & Back ~ = - &3 vl | @ Search (G Favoites C#Histony | By S 00 2

Address i@ https: A fcust-11. bupsense, comdanba/Buver/ awYnull=awsniaws=9DRREEB 28w As0BB Gawr=q

_:-.j' @G0 || Licks »

{Em - Q| Welcome Gill, Sandra last wisit 10/24/2002 7:52 &M i

¥ buvsense

Home Logout Preferences Toggle Tips Toggle Currency Help

Add Attachment

@ Please select the file that you would li C“Ck on the Browse BUttor
File: I Browsze. / ] L. .
This is where you will add the excel
ok | cancel order form you completed and saved
earlier.
=
@ B |8 |4 Intemet

listart| | g Citix Program..| [ Inbos - Micro... | [ &7 Ariba Atta...  ]SECTION XiI...| [E]Microsat Excel §aeA 1.37FM
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A 5 2 B

Look i ]a Sandra j ; & E-
- Histary AN
m Desktop - . =
e .
Eg], by Computer Sl buvsense
é‘ 3% Floppy [A:) urrency Help ’
== Local Dizk [C:)
‘i Sandra
@ Compact Disc [D:)

=2 S6Gill on ‘dgsnas2thome’ [H:] Browse your computer directory and
=2 dpsz on 'dasnas2hpublictdps' [T:]

3 eva on metaframe1’ B:) find the file location that you saved
My Network Places the eXCd flle in.

File name: | _"J

| Files of type: |.-’-'-.II Files [*.%] _'J

—— = T o = = ;j
|&] Done |2 |4 Internet
M stant| | & Citie Program..| [ inbox - Micra... | [ &7 Ariba At BISECTION Xi1...| [M]Micrasoft Excel| fea6=a  1.37PM
| @ Ariba Attachment Choo: = et ) | T 2 s Y e | RS-
Choose file m -

Laok in: |a Capier j e = Ed-

1 G0002

BO04E

| Contracts 50460070
| E004E024

] Copiers

L JIPR100 11402

ment,

File name: |IF'H1 011-4-02 _"J Ope
| Files of type: [ Fileé\[*."] - Cance

\ 3 :

Click on the file to highlight and then click On open.

This will return you to the add attachment screen in eVA

—— = T o = = ;j
|&] Done 5 & Internet

i start| | & Citie Program.. | [ Inbox - Micro... |[ 2 Ariba Atta.. BE]SECTION Xi1...| [5] Microsot Excel Jra A 137 PM




8 Ariba Attachment Chooser - Microsoft Internet Explorer

File  Edit  “iew

= Back -

Favarites

- - @ ﬁ- @Search [52] Fawvorites @Histor}l
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Toolz  Help

B-aSwE A&

Address !@ https: /fcust-11 bupzenze. comdariba/Buyer/aw ?null=awsniams=A0RRKE zs'w/t20h8l GEawr=q

EeVA_

@ Done

M Start| | & Civie Program .| [5]inbox - Micras...|[ &7 Ariba Attac_ BESECTION %11 ...| [ Microsoft Excel |

jj' @Go || Links 2

| welcome Gill, Sandra last wisit 10/24/2002 752 M B us '-“, nse

Home Preferences

Add Attachment

Logout Toggle Tips Toggle Currency Help

m Please select the file that you would like to attach to the comment,

File: 1\\dgsna52\home\sgill\r\ Browesze... ] -
Click OK
oﬁ—mg{\

This will return you to the
comments screen

Sy =TT = = ..:j
|2 |4 Internet
3G tanPM

Add Comments - Microsoft Internet Explorer

File  Edit ‘Wiew

e - (&

Address i@ https: A cust-1

itle

. Aadd Itemns

% Accounting

Fawvorites

Y ou will now see the att

Toaolz Help

|3 Elﬂl
&

G awr=z

74 i & Hiztr Eh Sh

£ = =
ment link at the

ach

_:-.j' @G0 || Licks »

bottom of the screen. .
¥ buvsense

e Currency

Help

Repeat the above steps to add another
attachment to the same Vendor

e

Requisition

Or click next. Iterns: 1 Total: $4,212.00USD

purchase request. Enter justification comments,

Cormments
© Approwval Flow

Surmmary

@ Diane
| Starli | &k Citrix Program I oy Inbo - Micros...i[@ﬁdd Comm... [®]SECTION I i [2€] Microsoft Excel J

| Comments - Entire Requisition

.See Attached Spreadsheet

comments:

W include comment on purchase orders
attachrents: IPR100 11-4-02 xls {(application/vnd.ms-excel)
Add Attachrment | Deleta |

i |

) Internst

G TaIPM
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Fil=  Edit “iew Fawortez Toolz Help

pproval Flow - Microsoft Internet Explorer _ Elrﬂlllﬂ’ﬂ_ﬁ?;ﬁ

G Back ~ = - (& 7o} | @ search (G Favoites C#Histon | By S 00 2

Address |@ https: /fcust-11 bupzenze. comdariba/Buyer/aw ?null=awsniamws=A0 R R KE zWw/b20h8l G Eawr=u

{em P Q| "=lcome Gill, Sandra last visit 10/24/2002 7:52 AM

Logout Preferences

=] @Go || Links >

. |||:,’::.-f:ln\.'k:t'n.\t:'

Toggle Tips Toggle Currency Help

Requisition

(3 Approval Flow

itle ~ Requisition PR78084

| Copier - Benchmark 5, 12 Month Rental, Standalone

@0 Add Items ==

<} Accounting ~ The approwval flow diagram shows who needs to approve your request. ou can add approvers
or delete ther from your reguest,

Fh Sl

(.0 Shipping T

i | The eVA approval flow that

£ Comments ~ Approval Flow - Reguisition must occur before your PR will

Approval Flow - There are no approvals required. move to the Ol‘dered status.

11 summary

Add Approver

ﬂm II:IE Il:l

Cage = T o ;i
&1 Dane |2 |4 Internet
stant| | & Citie Program .| [&]Inbox - Micros...|[E7Approval FI_ BSECTION X1 ...| F]Microsoh Excel | il 144 PM

Summary - Microzoft Internet Explorer _ E“ﬂllllﬁﬂ-ﬁ?i%
Fil=  Edit “iew Fawortez Toolz Help _

= Back ~ = - &) fal | QiSearch [Sg Favortes £#Histonn | By S 00 2

Address |@ https: A fcuszt-11. bupzenze. comdanbasBuyer/ aw P null=awsnkaws=90RRKE 28/ 2088 GLawr=1 a

{em p \ me Gill, Sandra last visit 10/24/2002 7:52 &M

Home Logout Preferences Toggle Tips Toggle Currency Hel

r_l
e - )

~] @60 || Links »|

’ |||_'; buysense

Requisition i 0 &~ ey
= Review your data and make any equisiti{a T : |
Wy Titl 2 e 2quIstig Sybmit thizs request for approva
| — needed corrections. prth Rental, = | Iterns: 1 Total: $4,212.00USD

0 add Iteq
E : isition, iew the inf i b it i : s
©) hccai| If 1O correctionsareneeded  Par et redistion. Revien e ntormatien o be Sure s SO

j <roord Click on the submit button. SRR

| """ Once approved the order will be

sent to the vendor electronically.

Title:

on Behalf Of: m E3

Hald Until: |

Agency: |1E|D

Fr: [zooa &

o ors = =
&1 Dane [ D 4 Intemet

#Start| | & Civix Program Nei... | [&] inbos - Miciosaft .. |[&7]Summary - Mic... B]SECTIONXI - ord. | [ MicosaftExcel | | a6 1:46PM




